
 

 
  

Request for Approval Form 

Renter name:       Event Date: 
 

Please answer the following questions to help us better understand the request you need approved. 

 

1. What décor or items would you like to bring? (Please be specific and list all items) 

____________________________________________________________________________________

____________________________________________________________________________________ 

2. Where would you like these items placed? (Please list your first and second option. If applicable, draw 

location(s) on The Event Center layout) 

____________________________________________________________________________________

____________________________________________________________________________________ 

3. How will the item(s) be brought to The Event Center and set-up? 

____________________________________________________________________________________

____________________________________________________________________________________ 

4. What safety precautions will be in place to ensure the requested item(s) will not cause damage?  

____________________________________________________________________________________

____________________________________________________________________________________ 

5. How much does the item(s) weigh? What are the measurements? 

____________________________________________________________________________________ 

6. What material is the requested item(s) made of? 

____________________________________________________________________________________ 

7. Please name the company providing the item or service requested. Include all contact information: 

____________________________________________________________________________________

____________________________________________________________________________________ 

 

Complete this section only if requesting approval for ceiling décor. 

8. How will the item(s) be hung/suspended? 

____________________________________________________________________________________ 

9. What safety precautions will be in place to ensure the requested item(s) will not fall? 

____________________________________________________________________________________ 

10. How does the rental company plan on reaching our ceiling? 

____________________________________________________________________________________ 

 
*Please attach all photos necessary that will clarify any questions we have. 


